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NEW EMPLOYEE INTRODUCTION

Date:

TO:

FROM: Human Resources

Please complete the remaining information before forwarding second copy to Mail Room, Bldg. 179B.

Employee's Name B.N.L. #
Classification

Requisition # Account #
Department or Division Tel. Ext.
Mail Drop Address or Bldg. #

Local Home Address:

No. and Street or P.O. Box # City State Zip Code

Telephone #

NOTE: It is essential that this information be completed the same day the employee reports to work
so as to assure prompt receipt of mail and telephone messages.
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